State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 3110-5393-002 50002717 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
VACANT DOE / ASB / Human Resources Section
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
01
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Ashley Glisan Staff Services Manager | (Out-of-Class)
APPROVED BY (Personnel Analyst's Name) DATE
Andrea Riley 12/30/2011
Pe_rl_(i:;enrg of Activity

40%

POSITION SUMMARY

Under the direction of the Staff Services Manager |, Human Resources Section (HRS), performs
special projects related to technical and analytical support staff work in areas of Human Resources.
This position requires working knowledge of State and departmental processes and procedures in
the areas of labor relations, health and safety and human resources.

ESSENTIAL FUNCTIONS

This position requires that the incumbent maintain consistent and regular attendance,
communicate effectively both orally and in writing; establish and maintain the confidence and
cooperation of others, use good judgment, tact, and maintain confidentiality. The specific essential
duties are:

Serve as Human Resources (HR) Assistant for specifically assigned Branches within the Division of
Engineering (DOE). Advises and makes recommendations on varied and difficult personnel
administration activities; reviews and/or prepares personnel documents including duty statements
and corresponding class specifications and memoranda for hiring, promoting, and transferring of
employees in conformity with Civil Service regulations, equal employment, and upward mobility,
policies and procedures; maintains, has access to and enters confidential employee information
including personnel transactions; accurately inputs information into Human Resources module of
SAP. Assists in recruitment effort; advises hiring supervisors on eligibility of candidates and
appropriate techniques of conducting hiring interviews. Maintains detailed personnel log of
transactions for Branches. Advise and assist supervisors within assigned DOE Branches on
formal and informal disciplinary actions, and discrimination or sexual harassment complaints in
conformance with State rules and regulations. Assist in drafting Division response and
coordinates review with Legal, Human Resources Office, Labor Relations, and Office of Workforce
Equality if appropriate. May include travel to field sites, driving vehicles on public roadways and
off road at various field locations.

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE

Ashley Glisan

>

EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE

>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 3110-5393-002 50002717 1

APPOINTEE

VACANT

SAP PERSONNEL NO. DIVISION/SECTION

DOE / ASB / Human Resources Section

Percent of
Time

Activity

10%

20%

20%

Develop, coordinate, update and maintain Division policies and procedures regarding
Administrative Services; requires knowledge of and familiarity with Memorandums of
Understanding, Department of Personnel Administration, State Personnel Board and other State
control agencies rules and regulations. Review, and analyze memorandums and information
regarding policy and procedure changes. Identify impacts of changes to the Division and
disseminate information to Division staff as it pertains. Apply updates and changes to existing
Division policies and procedures to ensure Division is in compliance with mandated rules and
regulations. Make recommendations or proposals related to business flow of ASB procedures and
ensure that all policies and procedures are in concurrence with appropriate rules and regulations.

Generates data using ad hoc and other reporting features of SAP and develops such data into
reports for Division Management. Reports may relate to personnel administration, organizational
administration, as well as other administrative or fiscal items. Work with HRS Chief to manage
Division position control. Oversee all authorized positions to ensure compliance with six-month
vacancy rule, in order to avoid loss of authorized positions. Monitor vacancy reports generated by
Human Resources to ensure vacancy information is accurate. Prepares succession management
information for Division Chief review. Analyze, recommend and prepare documents with respect to
restructuring of positions and specification revisions and prepares memoranda and reports on
personnel matters. Assist with all Division reorganizations; coordinate completion of necessary
reorganization documents; process SAP transactions to move employees if necessary. Update and
disseminate on a monthly basis, Division funds management and internal organizational charts.
Coordinate with Classification and Placement analyst to ensure organizational charts posted on
AquaNet are up to date and current; work with Division web masters to ensure Division
organizational information is up to date and current on the Division’s intranet website.

Liaison with the Departments Human Resources Office, Labor Relations and Health and Safety and
other Divisions and Offices to monitor and ensure the Division is in compliance with rules and
regulations regarding workers compensation and reasonable accommodation. Work with Division
managers and supervisors to ensure employees are provided appropriate documentation in a
timely manner in the event of work related illness or injury. Provide Human Resources Office,
Labor Relations and Health and Safety a main point of contact to work with throughout all related
cases. Respond to employee inquiries regarding workers compensation and reasonable
accommodation. Research laws, rules, government code and Department procedures as they
apply, and work with Division management and supervisors to ensure policies and procedures are
adhered to accordingly. Create and maintain database of workers compensation and reasonable
accommodation cases in the Division to provide status of pending cases to management on a
monthly basis. Work with supervisors to determine if modifications or accommodations can be
made and make recommendations to Division Management on such items. Assist supervisor in
modifying duty statements to meet requested accommodations and/or preparing response if
accommodations cannot be made. Assist supervisor in preparing modified duty memos. Review
all vehicle accident reports for completeness and ensure that employee has been properly notified
of workers compensation information. Make recommendation to Division Management on
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 3110-5393-002 50002717 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

VACANT DOE / ASB / Human Resources Section

Pe_rl_ci:r%rét of Activity
appropriate course of action based on accident report. Ensure that all reports are reviewed by
management and submitted to Office of Risk Insurance Management within designated time
frames. Coordinate and conduct quarterly safety meetings for the Administrative Services Branch
(ASB). Observe work practices within ASB to ensure proper safety measures are taken to avoid
iliness or injury within the Branch.
10% Coordinate Division exam needs, analyze current and future exam needs based on Division attrition

and workload. Coordinate with the Department Exam Unit to reschedule or rearrange scheduled
exams to accommodate the changing needs of the Division. Monitor Division temporary
authorization and training and development appointments to ensure exams are requested and
scheduled to comply with appointment expiration dates. As Division DMV Pull Notice Coordinator,
obtains DMV records of Division employees who drive while on State business. Using DMV Vehicle
Code book review driving record and identify infractions, provide supervisors written notification
of infractions to review with employee. Adds and deletes employees as needed to the pull notice
program. Notifies Administrative Officer of issues that may require disciplinary action. May act for
Chief, Human Resources Section or Administrative Officer during periods of absence, as
necessary.

OTHER RESPONSIBLITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor
declared emergencies, flood, dam SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as CalEMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recover, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS

Incumbent must have the ability to utilize word processing, spreadsheet and database software.
Travel to field offices and project headquarters may be required including overnight travel. May
need to possess a valid California driver's license. Must maintain confidential information and
provide information in same fashion.
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	activity: POSITION SUMMARY
Under the direction of the Staff Services Manager I, Human Resources Section (HRS), performs special projects related to technical and analytical support staff work in areas of Human Resources.  This position requires working knowledge of State and departmental processes and procedures in the areas of labor relations, health and safety and human resources.  


ESSENTIAL FUNCTIONS
This position requires that the incumbent maintain consistent and regular attendance, communicate effectively both orally and in writing; establish and maintain the confidence and cooperation of others, use good judgment, tact, and maintain confidentiality.  The specific essential duties are:

Serve as Human Resources (HR) Assistant for specifically assigned Branches within the Division of Engineering (DOE).  Advises and makes recommendations on varied and difficult personnel administration activities; reviews and/or prepares personnel documents including duty statements and corresponding class specifications and memoranda for hiring, promoting, and transferring of employees in conformity with Civil Service regulations, equal employment, and upward mobility, policies and procedures; maintains, has access to and enters confidential employee information including personnel transactions; accurately inputs information into Human Resources module of SAP.  Assists in recruitment effort; advises hiring supervisors on eligibility of candidates and appropriate techniques of conducting hiring interviews.  Maintains detailed personnel log of transactions for Branches.  Advise and assist supervisors within assigned DOE Branches on formal and informal disciplinary actions, and discrimination or sexual harassment complaints in conformance with State rules and regulations.  Assist in drafting Division response and coordinates review with Legal, Human Resources Office, Labor Relations, and Office of Workforce Equality if appropriate.  May include travel to field sites, driving vehicles on public roadways and off road at various field locations.  
	classification: Associate Governmental Program Analyst
	appointee: VACANT
	dwr position number: 3110-5393-002
	sap personnel no: 
	sap position number: 50002717
	division: DOE / ASB / Human Resources Section
	mcr: 1
	percent2: 10%
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	activity2: Develop, coordinate, update and maintain Division policies and procedures regarding Administrative Services; requires knowledge of and familiarity with Memorandums of Understanding, Department of Personnel Administration, State Personnel Board and other State control agencies rules and regulations.  Review, and analyze memorandums and information regarding policy and procedure changes. Identify impacts of changes to the Division and disseminate information to Division staff as it pertains.  Apply updates and changes to existing Division policies and procedures to ensure Division is in compliance with mandated rules and regulations.  Make recommendations or proposals related to business flow of ASB procedures and ensure that all policies and procedures are in concurrence with appropriate rules and regulations.

Generates data using ad hoc and other reporting features of SAP and develops such data into reports for Division Management.  Reports may relate to personnel administration, organizational administration, as well as other administrative or fiscal items.  Work with HRS Chief to manage Division position control.  Oversee all authorized positions to ensure compliance with six-month vacancy rule, in order to avoid loss of authorized positions.  Monitor vacancy reports generated by Human Resources to ensure vacancy information is accurate.  Prepares succession management information for Division Chief review.  Analyze, recommend and prepare documents with respect to restructuring of positions and specification revisions and prepares memoranda and reports on personnel matters.  Assist with all Division reorganizations; coordinate completion of necessary reorganization documents; process SAP transactions to move employees if necessary.  Update and disseminate on a monthly basis, Division funds management and internal organizational charts.  Coordinate with Classification and Placement analyst to ensure organizational charts posted on AquaNet are up to date and current; work with Division web masters to ensure Division organizational information is up to date and current on the Division’s intranet website.  

Liaison with the Departments Human Resources Office, Labor Relations and Health and Safety and other Divisions and Offices to monitor and ensure the Division is in compliance with rules and regulations regarding workers compensation and reasonable accommodation.  Work with Division managers and supervisors to ensure employees are provided appropriate documentation in a timely manner in the event of work related illness or injury.  Provide Human Resources Office, Labor Relations and Health and Safety a main point of contact to work with throughout all related 
cases.  Respond to employee inquiries regarding workers compensation and reasonable accommodation.  Research laws, rules, government code and Department procedures as they apply, and work with Division management and supervisors to ensure policies and procedures are adhered to accordingly.  Create and maintain database of workers compensation and reasonable accommodation cases in the Division to provide status of pending cases to management on a monthly basis.  Work with supervisors to determine if modifications or accommodations can be made and make recommendations to Division Management on such items.  Assist supervisor in modifying duty statements to meet requested accommodations and/or preparing response if accommodations cannot be made.  Assist supervisor in preparing modified duty memos.  Review all vehicle accident reports for completeness and ensure that employee has been properly notified of workers compensation information.  Make recommendation to Division Management on 
	percent 3: 
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	activity3: appropriate course of action based on accident report.  Ensure that all reports are reviewed by management and submitted to Office of Risk Insurance Management within designated time frames.  Coordinate and conduct quarterly safety meetings for the Administrative Services Branch (ASB).  Observe work practices within ASB to ensure proper safety measures are taken to avoid illness or injury within the Branch.   

Coordinate Division exam needs, analyze current and future exam needs based on Division attrition and workload.  Coordinate with the Department Exam Unit to reschedule or rearrange scheduled exams to accommodate the changing needs of the Division.  Monitor Division temporary authorization and training and development appointments to ensure exams are requested and scheduled to comply with appointment expiration dates.  As Division DMV Pull Notice Coordinator, obtains DMV records of Division employees who drive while on State business.  Using DMV Vehicle Code book review driving record and identify infractions, provide supervisors written notification of infractions to review with employee.  Adds and deletes employees as needed to the pull notice program.  Notifies Administrative Officer of issues that may require disciplinary action.  May act for Chief, Human Resources Section or Administrative Officer during periods of absence, as necessary.


OTHER RESPONSIBLITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.



SPECIAL REQUIREMENTS
Incumbent must have the ability to utilize word processing, spreadsheet and database software.  Travel to field offices and project headquarters may be required including overnight travel.  May need to possess a valid California driver's license.  Must maintain confidential information and provide information in same fashion.

	supervisor name: Ashley Glisan
	employee name: 


